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OFFICE OF THE SECRETARY OF STATE 
DEPARTMENT OF ARCHIVES AND HISTORY 
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APPLICATION FOR RECORDS RETENTION SCHEDULE 

INSTRUCTIONS: See Publicatiori No. 76-RM-! 'for instructions on completing this form. Forward sigded dririginai to 
Department of Archives and History, Records, Management Division, 330 Capitol Ave ue, Atlanta, Georgia, 30334. 
Attention: Scheduling Section. 

p_ ~~~~ F-- ..~-__ --,=. i.__- ~ , ~ , - .  . _ - ~ . ~ . , . . - . - - _ ~ I ~ ~ ~ _ _ ~ . - ~ - ~ ~ ~ ~ . . . ~ - ~ , . , ~ *  ". 
FOR AGENCY USE 1. Agency Address [ ______ -~__----~-s 

. .  ' Apotication Date Georgia Ports Authority 
Finance Division 
Post Office Box 2406 

I 36 Savannah, Georgia 31402 
~- 10-13-78 : 1_--~.-- ~~ ~ 

' Apolication Number 

.' i 

! 

1 .  

L 

x _ _ _ j  -- - -. 
FOR RECORDS MANACiEMENTUSEp-*i -. __ 

Application Number ! 
78- 247 

964-1721 , 264 I 
~~~~ I ... -~ ~ . - .- . ~ .  1 _ ~ _ -  John Rowland ~ p ~ - - ~ ~  - ~ ~ p ~ - ~ - . . ~ ~  ~ ~ ~~~ . ~ Accounting .~ ~ . Manager - . .~ .~ .~ . . 

.*t 3. Action Requested I a. Kl Estaoiisn Retention Schedule, record will continue to accumulate. 
b. 0 Dispose of present accumulation; no further accumulation anticipated. 

__--~-.  check One: C!! Cha~nge;-~ 0~ S!eercedea.Yoid-- ~~ ~ ~ ~~. .... . 
Series Title (followed by title used in office; i f  different) I Latest GAhNprr+.r '. 

'Accounts Receivable1 Printout FIk 1974 . o Date ~ ~. ~ ~~ ~~ ~ 
~ ~ 

f6.-Dirisron and Office Function What is the function of the Division and the Office in which this record series is created? 

I 

I 
I 

The Director of Finance is  responsible for  the accounts of the Authority and establishes 
and maintains accounting methods and procedures for  the Authority. 
for the Directors' meetings; i s  responsible for  the auditing and accounting provisions of 
a l l  contracts, leases and agreements of the Authority; provides protection of the assets  
w i t h  adequate internal control procedures and assures proper insurance coverages for  the 
Authority's properties; and coordinates the preparation o f  the annual budget w i t h  the 
various divisions. Under his  supervision, monthly financial reports are published 
and related financial and cost data records are  prepared and distributed. 
function is  a lso a part  of his responsibility as well as the maintenance of a l l  contractsI 
leases and agreements of the Authority. 

He approves a l l  expenses 

The purchasing 

4 .~ ..~. ~ ~ . - ~ - . ~ - p p ~ - ~ ~ ~ ~ ~  ~- ~- . . ~  . . ~ .~_ ~~~~ ~~~ 

7. Record Series Description 

Documents relating to: 

This file contains the following,documents (include form numbersand titles, i f  any): 
Attach samples of the file. i 

j~ 
I 

Application to  daily cash receipts and customer accounts. 

Payment E d i t  Register, Proof Repo'rt , Payment Application Register, 
Sales Journal Proof Report, Reimbursements I Adjustment Register, 
Total Monies Deposited. 

I- 
I 

Included are: 

File i s  arranged: 1 Numerically and chronologically. 
_-__ ~ .. ~ ~~ ._ ~ ~ ~- ~, . ~ _I_ ~. ~ . . - .~ 

How often are records referred to which are: 
6 

8. Monthly Reference Rate 
8 . Seven to twelve months old - .~..---.; Thirteen to twenty-four months old - - --..., 12 

- -~2-' ? 
One 10 six months old - 
twenty-five months and older- ._ 

Letter-site drawers -~ _.+~ -_, * Legal-:ize drawers -.---..-; Shelves- 
9. Annual Rate of Accumulation of Records 

, __ - I__~I_ _. . l_ ._ l . .____.__ ._____.  I ~ 
~ .- 

I 
Other (specify) I~..~... ._ _ ~ ~ .  . ----- 4 t 

~ ~ . _ . ~ _ _ i  _ _ ~ _ ~  -.-.. L ~ ~ - _  -..-.... ~ -_ -.=___I _I_- I --__ - ___- ~~ .~ -~ ~,.. -~ .-_._ J~ 
AR-59-77; R w .  76 (Over) 



1. Retention Requirements ..I The following requires the series to be kept: 

a. State Law ---._.-- -,years. d. Audit period - ---_I ---years. 
b. Satu te  of limitation .. -..~ -years. e. Administrative need I ~ ~---.vears. 
c. Fe,deral law _ ~ _  ~ . . ~ ~ .years. f. Federal retention instructions - . ~ --years. 

Attach copy or excerpt of laws or regulations. Explain administrative need. 
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1 ;  
2. Aomoved Disposition Instructions This agency recommends that the file series be cut o n  at  thh end of each: 

(7 Calendar Year; Cl Fiscal rear ;  Other __.I_ ~-~ then, quarter 
. .  

eS Hold in the current files area -~. --.month(s) - ~ .  . , yeark); then Unttl audits by state 'and commerical i 
ffi Transfer to local holding area. hoId-=.l&~-.~year[s); then . .  
0 Transfer to State Records Center; hold ___ 
60 Destroy. 
0 Transfer to State Archives for permanent retention. 
0 Other ISpedfyfYl 

I -' 
I 

audi.tors. QZC corr\q\r+ed* # .. the- 
..year(s); then 

: 

1 These instructions apply to a l l  prior and future accumulations of the series. 

lecommendations in para- 
lraph 12 are approved. 
If disapproved, attach letter 
if explanation.) 

-.__l,el- _--___.c- 
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9-50-71; Rev. 76 .~ ~~ 

. .  


